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OFFICE OF PERSONNEI. MEMORANDUM NO, 11-54

SUBJECT ¢ Persomnsl Evaluation Report Prossdures

17 February 1954

RESCISSION: PDM No, L3-52, Personnel Evaluation Report Procedures,
dated 10 Septembar 1952

25X1  REFERENCES: CIA Regulatlon dated 1 August 1952
25X1 CIA Notice dated 1 August 1952
CIA Notice dated 1 Auguat 1952

P Noo 77"" » October 1953

1. This Memorandum provides procedures for initiating and cone
trolling the processing of Persomnel Evaluation Reports.

2. The Processing and Records Division (PRD) is responsible for
notifying operating officials of the dus date of initisl and annuel Reports
and for following up to insure completion of these Reports, PRD will tab
the Service Record Card (SF-7) for each employee to indicate the due date
of thes next Report.

2. On or before the 15th day of eseh month, the Position
Control File will be reviewed to dstermine which Reports will be dus
the following month, _

b, Form No. 37=1574, Routing and Actisn Slip, will be prepared,
in original only, for each case and transmitted to the appropriate
Eveluation Officer by the 15th day of ths month, Pencil notations
will boe mads in Item No, 11 of the Service Record Card to indicate ths
date action was Initiztad and the due date of the Report.

8. In ihs course of reviewing the Position Control File for
Rsporte due in subsequant months, PRD will compile a list of delinquent
Reports in memorandws form for transmittal to the appropriste Evalue
ations Officex. ‘

3. Completsd Reports will be posted %o the Service Record Cevd and
forwarded to the Placement and Utilization Division (PUD) for review and
neceassary action., After processing in PUD, the Reports will be returned to
PRD for filing in the 0fficisl Persomnel Folder of ths employoe affected.
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